
Create a Staff Distribution List  
 

• Open Outlook 

• Click on the Address Book:  
• Click the File menu > New Entry 
• Select New Distribution List and leave Contacts as the location for the new 

distribution list  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Click OK 
• The following box appears. Type a name for the distribution list and click the 

Select Members button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
• The Select Members box appears 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Instead of individually entering all Lanier staff members, we want to put 
everybody in at once. Click the Advanced button > Find. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• In the Office cell, type lanier. Click OK 
• A list of everyone who works a Lanier appears. 

 
 



 

 
 

• Single-click the top name (Acosta) then scroll down to the end of the list, and 
while holding the shift key, single-click the last name (Yeargin). Now the entire 
list should be selected. Click the Members button. 

 

 
• Click OK 

 



 

 
 

• Click the Save and Close button. 
• Now, when you go to compose a new e-mail to the entire staff, select the Lanier 

Staff distribution list from your Contacts. 
 
 
 
 
 
 
 


